
BUYERS INFORMATION GUIDE 
 
When requesting freight costs or routing information, the following information is necessary 
 
• ORIGIN CITY, STATE AND ZIP CODE 
 
• DESTINATION CITY, STATE AND ZIP CODE 
 
• DESCRIPTION OF COMMODITY 
 
• NATIONAL MOTOR FREIGHT CLASSIFICATION AND SHIPPING CLASS (OBTAIN 

FROM SUPPLIER) 
 
• SHIPPING WEIGHT 
 
If the agency is requesting MORE THAN ONE SHIPMENT ON A SINGLE PURCHASE 
ORDER, it must be noted.  The intention of the purchase order is that only ONE shipment is 
authorized unless noted. 
 
Transportation Management should be informed of any special needs such as airfreight, padded 
van, flat bed, temperature control, etc. 
 
When cost and routing have been obtained from Transportation Management, the following 
statement must be noted on the purchase order. 
 

SHIPPING INSTRUCTIONS: 

Supplier route via ___________________________________________. 

Carriers telephone number ___________________________________ . 

Annotate Bill of Lading as follows: 

“Freight for the State of California, Tender Number_________________ 

applies.  State of California Purchase Order Number ________________. 

SHIP “FREIGHT COLLECT.” 

Estimated Freight _________________________. 

If supplier is unable to use this carrier, call Transportation Management at  

(916) 322-1737. 

 

Please call Transportation Management for shipping needs not addressed in this guide at  
(916) 322-1737. 
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